
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFtCE OF THE SEECRETARV OF STATE 

RfCORDS MANAGEMENT DIVISION 
DEPARTYENT HISTOR, 

The off ice of Instructional Services is responsible for providing state-level leadership 
to plan, administer, and evaluate the kindergarten through twelfth grade instructional 
programs of the public schools of Georgia. The Office plans curriculum and supportive 
media services to meet goals for education according to student needs, including bi- 
lingual and special education students. The Office also coordinates the functions and 
activities of three program divisions to provide information to the Superintendent and 
State Board of Education, and provides consultative assistance to local school systems, 
particularly as the basic skills plan is developed and implemented. The Office manages 
Curriculum Services, Educational Media Services, and Special Programs. 

FOR AGENCY USE 1. Agency Address 
Jpliation a t e  Department of Education 

~plimim Number ~ Associate Superintendent's Office 
Office of Instructional Services 

Atlanta, Georgia 30334 

I. Record Series Dumiption 

DoaJmentsnbtingm: 

Th is  file contains the following documents iincluob fm numben and tit& i fmy):  
Attach sampler of the fik. 

documenting requests and recommendations from the Office of 
Instructional Services for approval by the State Board of Education. 

copies of Board agenda and minutes of meetings; working papers used 
in formulating recommendations; and final recommendations to the Board. 
Also included may be correspondence and memos to and from the Board 
members and other departmental personnel related to program recommenda- 
tions and activities. 

lnduded are: 

FOR RECORDS MANAGEMENT USE 
Applisrtion Number 

631- q2.5 
Dm Receivrd Dm Qmpleted 

l C T  2 6 1981 I N O V . 4  1981 

File is nraged: chronologically by Board meeting date. 

I. Monthly Referensa Rate How often are records referred to which are: 
!hetosixmc-nthrohi 1 

twenty-five months and older 0 7  

Lrtter-sin drawers : Lcgsl-sin drawers :Shelves :Other b i f y )  

; Seven to twelve months old 1: T h i n  to lwenwfou months old A; 

b. Annual Rate of Aoxmulltion of Roads  

arliest Lnen 

1978 I present 

R- -5671:  Rev. 76 I0 -d  

Office of Instructional Services State Board Meeting Working 
P a n ~ r s  P i l e s  



'ES NO 

X 

., 

1. Retention Requirements The following requires the a-ks 10 be kept: 

a. State bw wrr. d. Audit period years. 
b. Statute of limitation years. c. Mrninimstivr need 1 years. 
L F e d e r i l h  years. f. F&al retention inrtructions years. 

Attach mpy or ex& of *wr or regulations. Explain rdrninimatim r e d  
Office reference requirements 

12. Approved Disposition Instmaions This agency recommends that the fik ark be cut off at the end of uch: 
0 Calendar Year; IZ Fisal Ywr; 0 Other 

month(s) 1 year(s); then 

year(s1: then 

then. 

a Hold in the wrent files area 
0 Transfer to local hokling area; hold 
0 Transfer to State Rewords Center; hold 
0 Dcmov. 
H Transfer to State Archives for prmanent mention. 

vcar(s1; then 

n other m=iw 

10. hestionmire (Pba m "X" in the proper mlumn) 
a. Is t h i s  che official awy of the series? 

b. Does the series contain confidential information requiring security handling? H 
H not where is it? 

law or renulation. 

l h s i  inmuctionr apply to all prior d future rccumulationt of the rrk. 


